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Congratulations on your position as the Civil Service Board Secretary! As secretary to
the civil service board, you play a critical role in assisting the board with its duties and
keeping an organized system of records. You are an active participant in the
communication between board members and appointing authorities. The work of the
secretary is absolutely essential, and it takes a special person to do it correctly and
do it well — not because the work is difficult, but because it's so important for the civil
service board to successfully perform required duties.

The secretary is an active conduit for communication between the board, chiefs, fire
and police department employees and citizens. The secretary gives proper notice of
any meetings and timely distribution of materials such as agendas and meeting
minutes. The secretary should be knowledgeable of the board's records and related
materials and should be able to provide advice and resources to relevant topics at
issue, such as applying for an exam, eligibility lists or transferring a score.

The OSE has designed this manual to suggest some best practices for each item or
action that your civil service board encounters in their duties. Each topic will advise
on best practices before the meeting, during the meeting and after the meeting.
Please remember that your board may prefer handling correspondence or issues in
a certain manner. Therefore, it is always our advice to communicate with your board
to determine the preferred methods.

Our website (www.ose.louisiana.gov) can assist you with completing forms and
documents, such as posting notices, roll calls and exam requests. Many of the forms
and documents are in Word format so that you can edit to fit your jurisdiction. Please
note that certain forms and documents are password protected. Please call the OSE
(225) 925-4400 for assistance.

Thank you for your hard work, time and effort as secretary to
the civil service board!
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RESOURCES AND SUPPLIES

Part of being an efficient and organized secretary is having the necessary resources
and supplies.

Some suggested supplies are:
e | ocking file cabinet
e | ocking bulletin board
e Tape recorder (recording board meetings)
e Desk calendar
e Manilla folders
e Paper and Letterhead
e Postage stamps
e Date stamper
e Binders
e Large and letter size envelopes
e Access to Microsoft Office (Word and Excel programs)
e Printer
e Public phone number
e P.O. Box or mailing address for board correspondence

All correspondence received is property of the civil service board and should be kept
in its own locked file cabinet. The board's records should not be included or be part
of the respective department's records. We suggest placing the locking file cabinet
in a location that both you and the chairman of the civil service board can access.

The creation of an effective filing system can help streamline and organize your work
duties. It is necessary to create a system to manage and retain all correspondence of
the civil service board. When creating an efficient filing system, create folders with
legible and relevant file names (hard copies and computer files). Protect the security
of files with a locking file cabinet and password protection for computer files.

Some folders contained in locked file cabinet may be labeled as follows:

e FEach board member's oath of office and contact information
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e Fach employee of the respective department’s personnel actions
e Applications (both approved and rejected) for all exams
e Civil service board agendas

e Civil service board minutes

e Posting notices for examinations

e Posting notices for public hearings

e Requests for appeal hearings from employees

e Complaints requesting an investigation by your board

e OSE correspondence

e Eligibility Lists for your board's classification plan

e Classification Plan

e Board Rules

e Seniority Roster

We are often asked how long a document (applications, appeals requests, etc.)
should be kept in the board's records. Retainment of board correspondence and
applications should be directed to the Secretary of State's Office. They can assist you
setting up a retention schedule of the board's correspondence and documents. You
can contact them at (225) 922-1000.

Some final suggestions in setting up as secretary to the civil service board:

o Before the start of each year, develop and distribute a board calendar for
important dates such as quarterly meetings, expiring terms of office of board
members, and dates for the board to call for promotional exams.

« Maintain and send out a contact list of all board members, chiefs of the
respective departments, the OSE, and any other parties. Include phone
numbers, mailing addresses and email addresses.

Please note;

Public servants are required to take sexual harassment and ethics training once per
calendar year. The OSE suggest you set a schedule for your board members and send
reminders as the training expires.
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COMPUTER FOLDERS, FILES AND DATA

As board secretary, you will have a lot of data and correspondence to organize and
maintain. You will need to assemble this information in a way that is efficient and easily
accessible. In addition to your filing cabinet with labeled folders, you may wish to have
this information saved in a computer in order to use templates for typing and
maintaining data. It may take a while to initially set up all the folders and files, but in
the long run, it will save you time! The OSE suggests setting up computer files in
programs you are familiar with, such as Microsoft Word and Excel.

When creating your civil service board folders and files, the main points are to
determine what needs organizing, what is contained in the data, and how you can edit
and reuse a template each time.

Each entry can be labeled according to the board'’s responsibilities. For example, you
may wish to have a computer folder labeled "MINUTES". Within this folder will be
individual files from each board meeting saved by date of meeting. For example,
minutes typed from a board meeting held on March 20, 2020, would be saved as
“‘Minutes 03-20-20"

The following is a list of computer folders you may want to consider:
AGENDAS
MINUTES
APPROVED ROLL CALLS
POSTING NOTICES FOR EXAMS
ELIGIBILITY LISTS ""name of class™. (ex: ELIGIBILITY LIST POLICE CAPTAIN)
BOARD MEMBER INFORMATION
SENIORITY ROSTER

NOTIFICATION LETTERS - Save files within the folder as: name of class & test
date (ex: POLICE OFFICER 03-20-20)

The following is a list of templates you may wish to save and edit as needed:
Agendas
Minutes
Roll calls

Posting notices for exams
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Public hearing notices
Seniority roster
Score notification letters

Keep in mind that most of the forms are available on our website in a Microsoft Word
file so that you may save and use as your own. Also, keep in mind when using saved
templates, you may need to edit and adjust certain information each time. For
example, the board's agenda will change for each meeting. Your posting notices for
exams will be different each time. Also, if your board made revisions to classes, make
sure you edit the qualification requirements on the posting notice to match what your
board has adopted.

And last, the OSE is here to help. We will be glad to make suggestions and help you
set up your files for your board.
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CIVIL SERVICE BOARD MEETINGS

BEFORE THE MEETING

One of the secretary's major responsibility is to prepare for the civil service board
meetings and public hearings. Board meeting responsibilities include:

1. Prepare and post notice of agenda (includes date, time and place of meeting)
2. Preparing packets for board members
3. Verify availability of meeting room

4. Gather all correspondence to be discussed at the meeting and place in
appropriately labeled folders

5. Arrive early to ensure set-up of room

6. Record attendees and absentees

7. Record and/or take notes of all discussions

8. Typing minutes of meeting for board approval
POSTING YEARLY MEETINGS

Before the start of the new calendar year, your civil service board needs to select
dates for the required quarterly meetings. See Appendix #1. It is helpful to print notice
with a calendar of dates for the coming year and distribute to the board members.
The notice should also include the locations and time of the meetings. It may help to
add a reminder at the bottom of the notice for board members to add the dates to
their calendars. The board members should review the dates to see if they have any
known conflicts.

After review, you will post it at the location where the meetings will be held for at least
24 hours, exclusive of holidays, Saturdays, and Sundays. Keep in mind, these dates
can be changed if needed and only require a 24-hour notice posting period. Your
board is likely to schedule meetings in between the quarterly meetings due to
additional board business.

POSTING AGENDAS

Once the board selects the quarterly meetings, you will post this notice. Prior to a
scheduled meeting, you will complete an agenda to be posted at the site the meeting
will be held. You will have likely already been receiving issues and requests to be put
on the agenda, such as exam requests, employee appeals, etc. Requests for adding
an item to the agenda can come from chiefs, board members, citizens, etc. Each item
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should be listed separately and with enough information for the public to understand
what the board will be addressing. See Appendix #2

Be aware the law provides that the agenda not be revised less than 24 hours of the
meeting. Posting requirements can be particularly important and should be complied
with strictly, as improper notice can lead to postponements and cancellations.

Set up a basic outline or template for agendas to streamline this task. As you receive
items and/or requests to be added to the agenda, you can simply fill in the required
information.

The agenda includes:
o Callto order
e Approval of agenda
e Approval of minutes
e Old business items
e New business items
e Public comment
e Executive Session (if applicable)
e Adjournment

You should distribute the agenda to the board members as soon as it is prepared, and
preferably no later than five days before the board meeting. Board members who will
be making reports should be encouraged to submit them to you within one week of
the meeting so they can be distributed along with the agenda. You may also want to
email the board members to see if they have any items to add to the agenda.

Board meetings can be expedited when board members have had time to review
them prior to the meeting.

A few days before the meeting, verify the boardroom is reserved for the correct date
and time. Prepare a packet for each board member and distribute a few days before
the meeting. The packet may include items such as the agenda, unapproved minutes
from the last board meeting, OSE correspondence and other correspondence
relevant to the meeting.

You are also charged with recording minutes of meetings. Minutes are an important
organizational document and provide a memorialized chronology of key information
such as board actions, approval of examination scores, or seniority rosters. Meeting
minutes can have vital legal significance and serve as evidence in courts if, for
example, someone challenges the validity of certain actions or positions. You should

10
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be well-equipped to record accurate minutes and be aware and sensitive to any
special or confidential information discussed at a meeting.

Decide how you want to record your notes during the meeting. If you aren't
comfortable relying on your pen and notepad, try using a tape recorder or, if you're a
fast typist, take a laptop to the meeting. As you know, some meetings have a large
agenda which would require a lot of note taking. A recorder is a good tool to use for
appeal hearings and investigations of the board. If you are using a recorder, it is best
to also take notes just in case of equipment failure.

Checklist BEFORE the meeting:

Make an agenda for the upcoming meeting and save as the date of the
upcoming meeting.

Accept and add to the agenda requests that come in.
Make folders for different correspondence to be addressed.
Post the agenda (24 hours in advance, exclusive of weekends and holidays).

Distribute packets to board members.

DURING THE MEETING

Arrive at meeting site early to ensure tables and chairs are set-up. If you are
using a laptop or recorder, make sure you are close by an electrical outlet and
that the equipment is working properly.

As people enter the room, record their names and titles. Not all people
attending will be recorded. Board members, local officials or other participants
are noted. Ask for names of attendees you aren't familiar with as they enter.
This will be helpful later when you are typing the minutes.

The board will proceed with the meeting in the order of the agenda.

Don't try to record notes verbatim - it's not necessary. Minutes are meant to
give an outline of what happened in the meeting.

Record action items and decisions in your template as they happen - don't wait
until after the meeting.

If you don't understand exactly what decision has been made or what motion
was passed, rejected or tabled, ask board chairperson to clarify.

Number the pages as you go so you aren't confused later.

——
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It's easy to get distracted by an interesting discussion and forget to write or
type as needed. Try to remain focused on your task at all times, even when the
discussion is going around in circles.

Focus on action items, not discussion. The purpose of minutes is to define
decisions made and to record what actions are to be taken, by whom and when.

Avoid inflammatory or personal observations. The fewer adjectives or adverbs
you use, the better. Dull writing is the key to appropriate minutes.

Review the notes and add additional comments or clarify what you didn't
understand right after the meeting. Do this while the information is fresh in
everyone's mind. Keep a copy of the notes (and the template) for yourself in
case someone wants to review them later.

AFTER THE MEETING - TYPING "UNAPPROVED MINUTES"

As soon as the board meeting wraps up, take a few minutes to get the board chair’s
signature on the approved minutes from the previous meeting and other documents
that may require signature, such as Personnel Action Forms.

As soon as possible, prepare a draft of the recent meeting minutes and review them
with the board chair while the discussions are fresh in everyone’'s mind.

Minutes are important because they are the only surviving record of what was said
and done at the meeting. You want your minutes to be readable, but you must be
precise in the information you give. Your minutes provide the record of the action
taken at the meeting, so they need to clearly memorialize the facts.

Meeting minutes should include:

Date of the meeting

Time the meeting was called to order

Names of the meeting participants and absentees

Corrections and amendments to previous meeting minutes

Additions to the current agenda

Whether a quorum is present

Motions taken or rejected

Voting-that there was a motion and second, and the outcome of the vote
Actions taken or agreed to be taken

New business

——
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e Open discussion or public participation
« Executive Session (if applicable)

« Next meeting date and time

e Time of adjournment

It is a matter of style whether you use first names, titles plus surnames, or initials to
refer to those speaking. Check with the chair or look at past minutes to see what has
been done before and use the same approach consistently.

When you finish typing the minutes, ask the board chairperson to review the
document for errors.

Initial draft of minutes are not the official minutes until the members approve them at
the next board meeting. Because changes may be made in the minutes before they
are approved, it's good practice to note somewhere on the distribution copy that it's
a “draft for approval.” When minutes are approved, you will annotate the original file
copy with any corrections in the margin or retype the minutes to include the
corrections. You will then write "Approved” on the minutes and the chairman will date
and sign on behalf of board approval.

Because this is a historical document and subject to public records request, it would
be helpful to have a system of organization for your board'’s “approved” minutes. You
may wish to have a prong type folder (two-hole punch at the top of the page) and file
oldest to newest by date of meeting. You could also include agendas and posting
notices in this file. See Appendix #3 for a sample set of minutes. OSE requests the
board forward a copy of all meeting minutes to our office so we may be aware of
actions taken by the board.
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CALLING FOR EXAMS

The board may have received a request from the appointing authority or
departmental Chief to call for civil service exams. Likewise, the board may call for
exams on its own motion if the law provides the appropriate amount of time has
elapsed or the needs of the service require examinations. As secretary, it is helpful if
you create a file that is easily accessible for dates exams are given. Competitive
exams are given as the needs of the service require. Promotional exams are given as
the needs of the service require, but must be given every 18 months. The board must
be proactive in calling for exams/maintaining active eligibility lists in order to avoid
extended periods without persons eligible for appointment. Your part is to assist and
remind the board of calling for exams as needed.

Please note: Effective August 1, 2020, ACT 38 of the 2020 Legislative Session provides
that the Office of State Examiner establish and maintain the competitive eligibility lists
for the classes of entrance Firefighter and entrance Police Officer. Your board will not
call for these exams or approve test scores for these 2 classes.

BEFORE THE MEETING:

A posted public meeting agenda should reflect the board's intention to vote on a call
for exams.

DURING THE MEETING:

During the meeting take detailed notes to have a clear understanding on the exams
the board is calling for.

AFTER THE MEETING:

Please notify the OSE within 2 days of your board calling for exams. \We ask that you
send us a posting notice with an application deadline. You may also use the
submission form on the OSE website under “Exam Request”. This is a password
protected field, so please call our office if you require assistance.

You will then post notification with an application deadline for all exams called for.
The notice should reflect a posting period of at least 10 days, with a clearly stated
application deadline date. Keep in mind that the first day of the posting should not
count towards the 10 days of posting.

The OSE website has sample forms for posting competitive exams and promotional
exams that can be downloaded in Microsoft Word and filled in as heeded. You may
also refer to Appendix #4 and #5.

There are several elements that a posting notice for an examination must include.

——
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1. The Class for which the test will be administered

2. Whether the examination will be competitive or promotional

3. The deadline date for applications to be received

4. Information on how applications can be obtained

5. Information on how applications must be submitted

6. Qualification requirements for the class

7. Alist of all documents the board needs for verifying applications

Posting notices should be posted at all fire or police stations, and department
buildings at least 10 days prior to the application deadline.

Civil service law requires that ALL competitive exams must be posted on the OSE
website and on the jurisdiction’s website (if the jurisdiction has a website). In order for
the OSE to notify the public for the required 10 day posting period, you must send our
office a posting notice providing the following:

1. The class for which the test will be administered

2. That the exam is competitive

3. The deadline date for the applications to received

4. Information on how applications can be obtained and submitted.

The OSE is not required to post promotional exams on our website, but we do include
such exams unless your jurisdiction prefers that we not advertise on our website.

There may be a time when your board will need to call for a promotional exam with a
waiver. Reasons may be that no one meets the current adopted qualification
requirements or there are more vacancies than eligible applicants. Please contact the
OSE and we will assist you with proper posting for a promotional exam with a waiver.

After the exam has been scheduled, OSE will notify you by letter of the testing date
and time. Should you not get a letter within 2 weeks of notifying the OSE please
contact the OSE to see if there was any information lacking. Upon receipt of the
scheduled exam date and time, the board should arrange to secure an appropriate
testing room/facility, providing for limited noise and distractions, where OSE will
administer the exam.
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APPLICATION PROCESS FOR ADMISSION TO EXAMS

OSE provides a competitive and promotional exam application on our website as a
courtesy, however some jurisdictions have developed their own exam application
form. The law provides that applicants use “board approved forms" to apply for
exams, so it is up to your board to direct applicants to such forms and instruct them
to attach documents proving that they meet the exam requirements.

The board meeting to review applications for exams should be scheduled as soon as
possible after the posted deadline for accepting applications.

BEFORE THE MEETING:

During the application period, the board's designee will receive applications and the
required attachments for exams on the forms and in the manner provided for by your
board (mail, fax, hand-delivered, etc) Typically, the board secretary will be
designated to accept applications on behalf of the board. Keep in mind that someone
from your board should be available to answer or return phone calls from applicants
who have questions about the process. Upon receipt, each application and all
attachments should be date stamped by the designated recipient to document
whether it was received before or after the posted application deadline.

In an effort to stay organized, and especially if your board is advertising more than
one exam at a time, you may want to create multiple file folders to hold the
applications received. For example, one folder for District Fire Chief applications, one
for Police Captain, etc. You may also wish to establish additional folders to segregate
applications which the board will approve for testing from those which the board will
reject.

The board will determine whether you should “pre-screen” the applications for
missing documents that prove eligibility. If the board determines that you should
review the applications prior to the meeting, they should also establish a policy
regarding whether you contact each applicant to advise that needed documents are
missing or illegible. We suggest an “all or none" approach, where the board will either
instruct you to contact ALL applicants who are missing documents or to contact
NONE of the applicants missing documents. This way all applicants are treated
equally.

Prior to the board's review, you may place a post-it note on those applications which
appear to be missing documents (proof of citizenship, driver's license, etc.), or which
were received after the application deadline. You should never refuse to accept an
application, even if it appears to be missing documents or has been turned in after the
application deadline. Advise that the application deadline has passed or that
application is missing required documents, but should still accept it and bring it before
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the board for a vote. Only a quorum of the board may approve or reject an exam
application.

In order for the board to review each application at a board meeting, it is helpful if you
print out the current classification plan for each class to be tested, so they may verify
the qualifications each applicant must meet. For promotional exam applications, the
board will heed access to the employment history of each applicant, including
promotion and confirmation dates.

Just as you would for all meetings, you will post and include on the agenda that the
board will review exam applications at this meeting.

DURING THE MEETING:

Once the application deadline passes, sort and bring every application received to the
next civil service board meeting for review. You will also bring a copy of the
qualification requirements for each exam applied for and employee history of
promotions for promotional examinations.

At the meeting, the board will review each application and vote to approve or reject
each application for each examination. After the board votes, place the applications
into a set of organizational folders, segregated by class title and whether the applicant
was approved or rejected, marking each application accordingly.

If the board reviews an application from someone requesting accommodations in
accordance with ADA (Americans with Disabilities Act) guidelines, the application
must still be reviewed and either approved or rejected based on the exam
requirements. Please contact OSE immediately for additional instructions on
applicants who request ADA accommodations.

AFTER THE MEETING:

Those applicants who were approved for testing will have their names placed on a
roll call to be forwarded to the OSE approximately 14 days prior to the exam. See
Appendix #6. OSE requests a roll call of board approved applicants for each
scheduled exam, listing the applicants for each exam in alphabetical order, including
the race and sex of each applicant. The roll call must include the date, time and
location of the exam(s), as well as the name of the board member who will be present
at the start of the exam(s) to ensure the facility is ready and to address any applicants
who are not listed on the roll call. Please do not list the applicants’ social security
number, birth date or home address on the roll call document.

Advise each approved applicant of the date, time and location of the exam at least 5
calendar days prior to the exam, in any manner the board deems appropriate. Most
competitive applicants do not work for the department and are therefore typically
notified by letter or e-mail. See Appendix #7 and #8. Promotional applicants work for
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the department and may be notified by e-mail and/or a roll call posted on the
department bulletin board. The law does not require the board to notify those who
have been rejected for testing, however, to minimize phone calls from those
applicants, we suggest they be advised in writing of the reason their application was
rejected for testing. They may also be advised of the option to re-apply for testing at
the next available date and may be directed to OSE for further guidance.

OSE will travel to the designated jurisdiction and administer the exam(s) on the
scheduled date. OSE will grade the exam(s) at our office and mail the results to the
civil service board within 2-4 weeks.

QUICK REFERENCE CHECKLIST
BEFORE THE MEETING:

e The board’'s designee will receive, date stamp and organize all applications,
following board instructions regarding contacting applicants.

e The chairman will schedule a meeting as soon as possible after the application
deadline date.

e The board will post a notice/agenda of meeting to review applications.
e Ensure all applications are organized, date stamped and contain needed notes.
DURING THE MEETING:

e You will present the board with applications, notes and exam requirements for
each class to be tested, as adopted and posted by the board.

e The board will review and approve all applications which were received timely
and reflect applicant meets the requirements.

e The board will reject all applications which were turned in after the posted
deadline or which reflect the applicant does not meet the requirements.

e The board and secretary will note any approved applicants who are requesting
ADA accommodations and notify OSE immediately.

e You will mark/segregate and re-organize the applications based on whether
they were approved or rejected by the board vote.

e You should note the names and reasons for rejection of applicants in the
minutes.

AFTER THE MEETING:

18
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e You will generate roll calls reflecting test dates, times, location and hames of
approved applicants, then forward to OSE at least 14 days prior to exam.

e You will notify approved applicants of the date, time and location of the exam
and notify rejected applicants of the reason for the rejection.

WAIT TIME BETWEEN EXAMINATIONS

There is no required waiting period between exams, and individuals may apply to take
the next exam for which he or she may be eligible. For example, if an individual took
a Jailer examination two months ago, he/she may submit an application for admission
to a Jailer examination that any board has called for and is posting to accept
applications. However, each time an individual wishes to take an examination, he/she
must complete a new application and attach all supporting documentation that may
be required by the board. In other words, the applicant must go through the same
procedures every time he/she applies for an examination. Of course, all applications
must be submitted prior to the application deadline for the appropriate exam.

PLEASE NOTE: If an applicant has been approved to take two examinations and
they are being administered at the same time, our office will be happy to work with
your board, to the extent that we are able, in changing the exam times to facilitate
the participation by the applicant in both exams. However, if a change is not
possible, we ask that your board determine which of the examinations the
applicant wishes to schedule for the time segment in question.

——
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DAY OF TESTING

BEFORE THE DAY OF EXAM

Once you have received a letter from the OSE advising of the examination date and
time, you will want to secure a proper testing site. When selecting the exam site, it is
important to select a building/room which will provide a comfortable and distracti